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TO: Acting Deputy Director {Administration)
FrOM: Chief, Organization snd Methods Service
BUBJECT: Proposed Change in Designstions of Agency Components.

1. THE PROBLEM., Should the present nsmes of CIA offices be
changed, for security ressons, to nev nsmes or to numbers?

2, DISCUSSION AND CONCLUSTONS.

8. Designetion of offices by numerals seems on first thought
40 offer greutar security than deslignation by letters,
which by their very nature indicate ldentities. This
seecurity edvantage, however, would be grestly reduced by
the fact that fev people remember numerals, and therefore
s large ouxber of indexes would have to be distributed

throughout the Ageacy.

b. For the very reascn that pecple would not remember numbers
their use imposes administrative difficulties. Most peopk
would have to Be camstantly referring to an index for
the nusericel designation of su office.

c. Changing the nmse of offices and the corresponding letter
symbols would be s disturbing factor, particularly on the
level of stenaographers, typists, courlers, messengers,
etc. The Deputy Director (Intelligence) is opposed to
such change for his offices and the Deputy Director (Plans)
similarly opposes c<hanging the nemes of amy of his offices
for security reasons except the Office of Policy Coordina-
tien. The names of certain other offices under the Deputy
DPirector (PFlans) sre being changed in accordsnce with a
gensral reorganization of the covert offices but security
is not & factor im such changes.

Even with the current titles of offices, there is still
some confusion ss to alphabetical designation. There
pever has been published a regulstion making official the
identificetion symbols commonly used.

4.

e. The growth of the Agency makes sdvisable the extension of
sysbols, at least down to divisions to assist in the routing
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of correspondsnce, etc. Because of frequent changes this
should be intra~-office only.

3, GECOMMERDATIONS. It is recommended that:
a. Nmerical identification mot be sdopted.

b, The present nsmes apd letter symbols be continued for all
offices except for OPC, unless Inspection and Security
receives indicetions tbat a change is adviasble,

¢. That Annex "A" be published sa & regulation making the
letter symbols pertaining to the offices official. {The
pecesssry change for OPC snd any other changes due to
reorganization will be mede es directed by the DD/P.
Organizetion and Methods Service will assist in the work
of devising synbols for divisions and branches.

W. L. PEEL
Annex
Proposed egulaticn.
CONCURRENCES :
Peputy Pirector [intellligeace) Pate
Deputy Director (Plams) ' Date
Asst. Deputy Director |inspection b Date
Sscurity)
ACTION BY APPROVING AUTHORITY:
Tate

Approved (&isapproved), exceptions, Lf any.
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1. Correspencence Symbols.

8. The following sywbols will be used in &ll internul

needguarters

Corresponcency when referring to fgency conyonentss
Iirector ef Centrsi Intellgence 51
Teputy Tiregtor of Central Intelligence LRI
Office of Training OTR
Leputy Lirector (Plans) e
Office of fpecisl Operetions EQ
Office of Feligy Coordinstion OFC
Office of Comrunicetions X
Office of Technicel Rervice TiE
Leputy Iirector (Intellijence: ny/y
Office of hationel ~stimstes GRE
Office of Selentific Intelligence £251
Cffice of Hesearch an. Resorte CRH
O0ffice of Intelligence Coordirztion DIC
Office of Current Intelligenee U T
Office of Collection and Lisserinstion Y
Ufflce of Uperations ul
Deputy Tirector (Administration’ /e
Office of Gemeral Services UGE

Urgenizetion and Yethods : erv:ce O

Administrative Zervige AR
inspection end Teeurity Cifice Sy
termornel Offics PO
Frocuremsent and : upply Cffice PR
Fediesl Offiew w3
Finance Uffice Fg
rudit Office &G
Office of Genersl Counsel Cot

P, All Cffices will devise cerrespondence symbols for component
divisione, rtaffe and tranches. ‘ections and units will be inclucee,
if consldered KeC<gsary in norul correspondence procedures, 511
correspondanos symbols will bhe coordinstéd with the vrganizstion and
Methode “erviee.
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